
SCSW�
Approval ?�

Require�
ARA / RA�

Approval ?�

Y�

Y�

N�

N�

Alternate�
Method Used�

SCSW...�
reviews hard�
copy documents�

ARA / RA...�

Initial Case�
Plan?�

N�

SCSW...�

CSW...�

SCSW...�

SCSW...�

CSW...�

CSW...�
Make changes to�
Case Plan notebook�
and document(s)�

Create  /  Change�
 Case  Plan�

Can either:�
Open Case Plan notebook�

- or -�
Select CWS/CMS�
Navigation Tools�
 - Case Plan�

CSW...�
Process / Distribute all�
applicable documents�
[Voluntary Family�
Maintenance case  -�
documents do not go�

       to Court]�

Y�
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SCSW...�

Legend:�
ARA;  Assistant Regional Administrator�
RA; Regional Administrator�
Y=Yes;  N=No�

CSW...�

Open Focus Child Case�
Do Case clean up�
Check Case ID page�
Check Client Records�

Save To Database�
Print Case Plan document(s)�
Sign / Date Case Plan�
document�
Attach HEP (FR/PP case),�
approved Court Report�
[except Detention Report]�
and 3rd party documents�

Review documents�
Indicate changes�
Sign, Date documents�
[if approved]�

Sign Case Plan�
and other documents�
Return to CSW�

Submit Case Plan via CWS/CMS�
- (Pending Approval)�
Submit Case Plan via CWS/CMS�
- (Approval)�
Save To Database�

Submit Case Plan�
via CWS/CMS -�
(Pending Approval)�
Save to Database�

Case Plan Approval�
(CWS/CMS)�
Save To Database�

Change Service Component�
Submit TRANS REQ�
Make secondary assignment�
for Case Aid / Assignment Desk�
Save To Database�
CSW delivers case folders to�
Assignment Desk�


